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CIA RaCORDS CERTER

CONTROL msCURDS

Control records maintained in the Center are described as follows:

Locator File =~ Hecords Undi

hdrrangement of this Kardex file is numerically by accession job nuwber.
Each card reflects the locstion by srea, row and section number for each job.
A record of reference sgervice is also maintained on each card.

Locator File ~ Uistribution {init

This Kerdex file is srranged by office of origin and thersunder by title
snd number. It shows the location by area, row and section. A running inven-
tory of records material distributed is maintained on each card.

Qgganizational sccegsion File - Hecords Unit

This file contasins copies of transfer documents for esch job along with
ary shelf lists or other finding asids. Tt is arranged by the name of the
operating activity by Agency component.

Dispogal Tickler Files

pisposal Schedule Tickler File - This file contains cards arranged chrone-
logieally by disposal date ror records definitely covered by a control schedule.

Contingent Disposal Tickler File -~ This file housas cards for records
msterisl suthorized for disposal upon the occurrence of a given event or con-
tingency, the exact timing of which is not definite in terms of years.
{examples: "Dispose of two years after audit by GAO," "Dispose 3 years after
peparation from service.") The cards sre arranged by name and office of
origin.

Iispossl Authorigzation Tequested File - This file contelns cards for .
records material uhab appears to be disposable but for which Ageney approval
has not been cobtained.

Permanent Setention File - This file contains cards on racords mabterial
econgidered to have continulng value,
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